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Agency 
Worcester County 

Division/Unit 
County Commissioner/Central Files 

Item No Description Retention 

1 

2 

3 

Leave records 

Financial/accounting statements - old ledger size boxes 

Insurance - land/equipment 

Environmental condition report and proposal - Timmonstream 
watershed 

Studies, reports, plans - water, conservation, comprehensive 
plan 

Retain for 3 years, then destroy 

Retain 3 years, then destroy 

Retain until policy is 
discontinued, plus 3 years, then 
destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Approved by Department, Agency or Division Representative 

Date \5. %6B±-

Signature Z ^ t J M 

Type Name Gerald T. Mason 

Schedule Authorized by State Archivist 

Date J U N 2 7 m 
Signature 

J W I I L I t u r n . U 

Title Chief Administrative Officer 
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Division/Unit 
County Administration/ Central Files 
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1 

2 

3 

Leave records 

Financial/accounting statements - old ledger size boxes 

Insurance - land/equipment 

Environmental condition report and proposal - Timmonstream 
watershed 

Studies, reports, plans 
plan 

water, conservation, comprehensive 

Retain for 3 years, then destroy 

Retain 3 years, then destroy 

Retain until policy is 
discontinued, plus 3 years, then 
destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name Gerald T. Mason 

Title Chief Administrative Officer 

Schedule Authorized by State Archivist 

Date J U N 2 7 2002 

Signatu 
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Item No Description Retention 

6 Civil infractions - lawsuits, civil infractions - paid and 
unpaid 

District Court - retain for 7 
years after closed, then destroy 

7 Proclamations - commendations Retain for 1 year, then destroy 

8 Code home rule - county code, correspondence with state/ 
general code publishers 

Retain until updated or 
superseded, then destroy 

9 County and state legislation - smart growth, gambling 1999-
2000, Maryland Legislature 1998,1999, 2000, food tax -
Ocean City 

Retain until updated or 
superseded, then destroy 

10 Budget officer information Retain 3 years, then destroy 

11 Law - legal documents, attorney/county correspondence Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

12 Ethics board - general, law and procedures, actions, state 
opinions, disclosure of gifts, disqualifications, election 
reports, candidate disclosure, findings, complaints, cases 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

13 Court cases District court - Retain for 10 
years after closed, then destroy; 
circuit court - retain for 50 
years, then destroy 
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Item No Description Retention 

14 Closed session requirement Retain until updated or 
superseded, then destroy 

15 Competitive bid file Retain unsuccessful bids for 1 
year after bid decision, then 
destroy 

16 Commissioner's background data Retain for 4 years after term 
expires, then destroy 

17 Financial management rules Retain until updated or 
superseded, then destroy 

18 Memorial information - press, program, accomplishments Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

19 County slogan - contest Retain for 1 year, then destroy 

20 County flag, seal and history Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 
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Item No Description Retention 

21 Investment policy - resolution Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

22 Legal advertising - notices to papers Retain 3 years, then destroy 

23 Certificate of publications - certificates for notices published Retain for 3 years, then destroy 

24 NAACP - correspondence Retain 3 years, then destroy 

25 Circuit court - grand jury, state hospital evaluation, court 
reporter 

Retain for 50 years, then destroy 

26 Orphan's court - correspondence Retain for 10 years after closed, 
then destroy 

27 State's attorney - correspondence, child support, program 
information, agreements, budget information, narcotics lead 
team 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. C-948 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 5 of 10 

Item 
No. 

Description Retention 

28 Elections - elections board information, contrast, vacancy 
information, funding, correspondence 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

29 Other general government - audit, court house general, court 
house capital outlay, court house projects, telephone systems, 
Ross Street property, Ocean City hall, Snow Hill Elementary, 
Masonic Hall, Opera House, 3 r d and 4 t h Street bulkhead, 
Borrow Pit, assessment office and equipment, farm leases, etc. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

30 Sheriff - state aid for police protection, mutual aid agreement, 
vehicles, sheriffs budget and finance, radio and equipment, 
FCC grant, drug program, vehicles, hot spots, cops fast 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

31 Emergency services - fire marshal, civil defense, specific 
hurricane disasters, emergency medical services, medical 
examiner, emergency operations plans, various 911 files 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

32 Jail - supplies and equipment, staffing policies, construction 
files, jail expansion, juvenile detention facility, inspection 
reports, population reports, work release, prisoner complaints, 
state prisoners, etc 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 
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Item 
No. 

Description Retention 

33 Comprehensive planning - new Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

34 Animal control - reports, dog study committee, humane society Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

35 Personnel - assorted correspondence, policies, personnel office 
search, deferred compensation, public safety personnel review 
committee, state pensions, legal holidays, sick leave bank, 
department head meetings, etc. 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

36 Development review and permitting - planning commission, 
technical review committee, Chesapeake Bay critical area, 
EDUs, plumbing codes, state clearing house, etc 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

37 Fire marshal - forensic investigator Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

38 Water and wastewater services - commission membership, 
shared facilities, innovative sewage systems, 
stockton/girdletree sewage plan, Neward sanitary district, 
Ocean Pines sewage plant, etc. 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

39 Volunteer fire and ambulance companies - volunteer fire 
companies, fireman's training center, volunteer fire companies 
state aid, LOSAT, membership requirements, fire chief 
meeting 

Retain until updated or 
superseded, then destroy 
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Item 
No. 

Description Retention 

40 Maintenance - general maintenance and operations, safety 
program, pest control, boilers, elevators, new shop 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

41 Landfills - equipment, alternatives to landfilling, engineering 
and permits, Pocomoke landfill, Snow Hill landfill, Berlin 
landfill, Central landfill, Logtown site, other alternative sites, 
solid waste trips, recycling, road contract 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

42 Roads - yearly file, equipment, EDA grants, Ocean Pines roads, 
roads employers, amendments to roads inventory, road bonds, 
state aid, SHA, street lighting, etc. 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

43 Other public works - Pocomoke airport, Ocean City airport, 
safety, gas and fuel oil, cable franchise, energy conservation, 
central fuel facility, water and sewer plan, eastern shore gas 
franchise, Worcester County ride 

Retain until updated or 
superseded, then destroy 

44 Health - health officer search, health clinics - each site, 
environmental health, health nuisances, Berlin health center, 
Ford permit fee exemption, Pfisteria, Pocomoke River learning 
center 

Retain until updated or 
superseded, then destroy 

45 Mosquito control Retain for 5 years, then destroy 

46 Commission on aging - board membership, MAC centers -
each site, SSTAP, MYAB 

Retain until updated or 
superseded, then destroy 

47 Other health and social services - PHG, AGH, Pocomoke 
Health Care Corporation, health needs plan, Isle of Wight 
Medical Center, nursing homes, Social Services Board, etc. 

Retain until updated or 
superseded, then destroy 
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Item 
No. 

Description Retention 

48 Board of Education - school construction, capital 
improvements, athletics, pupil transportation, education task 
force, impact fee liaison committee, Stephen Decanter High 
School renovation 

Retain 3 years after project 
completion, and until all audit 
requirements have been met, 
then destroy 

49 Wor-Wic Tech - pupil transportation, local advisory council, 
pre- Wor Wic 

Retain 3 years, then destroy 

50 Recreation - board memberships, recreation plan, POS, county 
parks, grasscutting, concession privileges, Mid-Atlantic soccer, 
complaint, Berlin post office/Ocean Pines, Whaleyville Park, 
other parks 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

51 Libraries - library board, specific libraries, archivist grant, 
bookmobile 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

52 Other recreation and culture - Isle of Wight pavilion, baseball 
stadium, historical trusts, historical site survey, Lighthouse 
Sound acquisition, etc. 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 
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Item 
No. 

Description Retention 

53 Extension service - building lease, Ag extension service Retain for 4 years after lease 
expires, then destroy 

54 Natural resources/other natural resources - stormwater 
management, released stormwater management bonds, 
conservation easements, Johnsongrass, gypsy moth, resource 
conservation and development, etc. 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

55 Economic development - tourism, housing, EC advisory board, 
housing rehabilitation, private industry council, railroads, bonds, 
aluglass, tourist information center, Perdue fertilizer plant, Bel -
Act, Rails to Trails, northern visitor center 

Disperse to appropriate 
department, then retain 
remainder until updated or 
superseded, then destroy; keep 
current information only. 

56 General debt service - bond rating, various bonding projects, 
school debts 

Retain for 10 years after bond 
release, then destroy 

57 Revenues - admissions and amusement taxes, tax differential, 
income tax, assessments, property tax assessment appeals board, 
etc. 

Retain 3 years and until all 
audit requirements have been 
met, then destroy 

58 Insurance - bids, NSA liability, old policies Retain unsuccessful bids for 1 
year, then destroy; retain 
successful bid and policy 
information for life of policy 
plus 4 years, then destroy 

59 Other public safety - state police, county police force Retain until updated or 
superseded, then destroy 

60 Annexation/misc - municipal annexation requests, 350 
anniversary 

Retain anniversary 
permanently. Transfer to 
Maryland State Archives; retain 
requests 5 years after action, 
then destroy 
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Item 
No. 

Description Retention 

61 Boat landings - specific landings, commercial boat leases for 
WOC, governor's ramp 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

62 Other education - marine research center, OC college, medical 
scholarships 

Retain until updated or 
superseded, then destroy 

63 Students in government - correspondence to schools Retain for 1 year, then destroy 

64 Certification Retain until updated or 
superseded, then destroy 

65 County boards, general - policy, oath, pay information Retain until updated or 
superseded, then destroy 

66 Capital improvements - correspondence, press information Review and return to DPW 

67 Capital projects - correspondence, budget figures, remedial 
action plan 

Review and return to DPW 
after project completion 

68 Treasurer - tax credits and exemptions, uniform financial report, 
tax bill, tax sales, personal property tax, room tax 

Review and return to 
Treasurer's Dept at end of 
project 
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Retain until updated or 
superceded, then destroy 
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• Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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_ Screen annually. Destroy material having n o -

' further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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Screen annually. Destroy material having no 

~ further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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permanently any material that serves to 
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accomplishments of the department. Transfer 
periodically to the MD State Archives 
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D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A O 
P.O. B O X 275 - J E S S U P . M A R Y L A N D 20794 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 • J E S S U P , M A R Y L A N D 20794 

Disperse to appropriate department 
then retam reminder until updated 
or superceded, then destroy K e e D 

current information only. P 





OEPARTMCNT OI> QSNERAL SERVICES 
RECORDS ttANAGEUENT DTVtSGN 

7279 WUERLOO ROAO 
P.O. BOX 273 • JESSUP. UARYLAMD jam 

Disperse to appropriate department, 
then retain reminder until updated 
or superceded, then destroy. Keep 
current information only. 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A O 
P . O . B O X 2 7 5 - J E S S U P . M A R Y L A N D 2 0 7 9 4 

c Disperse to appropriate department 
then retam reminder until LZH 
or superceded, then destroy P K e e D 

^urrent information only y ' P 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 

P O . B O X 2 7 5 - J E S S U P . M A R Y L A N D 2 0 7 9 4 

Disperse to appropriate department, 
then retain reminder until updated 
or superceded, then destroy. Keep 
current information only. 





D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 • J E S S U P , M A R Y L A N D 20794 

II Disperse to appropriate department, 
then retain reminder until updated 
or superceded, then destroy. Keep 

* current information only. 





DEPARTMENT OP GENERAL SERVICES 
RECORDS liMMGEUENT OMSON 

HnWUEAOOKMO 
P.O. BOX 273•JESSUP. lUftYUNO 2VM 

Disperse to appropriate department 
then retain remTnder until updated 
or superceded, then destroy. Keen 
current information only. 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 - J E S S U P . M A R Y L A N D 20794 

•: Disperse to appropriate department, 
then retain reminder until updated 
or superceded, then destroy. Keep 
current information only. — 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 - J E S S U P , M A R Y L A N D 20794 

J Retain until updated or 
superceded, then destroy 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 - J E S S U P , M A R Y L A N D 20794 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 • J E S S U P , M A R Y L A N D 20794 

screen annually. Destroy material having no 
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document the origin, development and 
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permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
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document the origin, development and 
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• or superceded, then destroy. Keep 
current information only. 
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